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PREFACE 



TTAVING taught Bookkeeping to beginners for some time, 
and found great difficulty in obtaining a suitable text 
book on the subject, the author has drawn up a treatise on the 
lines which he has found most successful, especially with young 
pupils, and hopes that it will be of some assistance to other 
teachers of the subject, and also to those reading for the Society 
of Arts and other similar examinations. 

The illustrations being all collected on diagrams in- 
serted at each end of the book obviates the necessity of 
constantly referring to different pages, thereby greatly facili- 
tating the study of the subject. 

T. E. STREETER. 



69 Gkanville Park, S.E. 
April 1896. 
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PART 1. 



ERRATA. 



Page 11, In fifth line from top of page, for £90 read £290 

Pago 46, In Exercise III., bottom line, fcyr £125 read £125 10 

Pago 68, In Trial Balance for Gash, <' Gr." column, read £1,343 9 

Rent, "Dr." „ „ £120 

Totals „ „ £6,197 2 

Profit and Loss A/c for Bent, read £120 

„ „ Tea „ £119 14 

The Profit and Loss Account will now show a net loss of 
£91 15 0, instead of a net profit of £28 5 

Page 59, In Balance Sheet for Capital A/c, read £1,688 5 

Gash „ £838 

Tea „ £672 

Totals „ £1,988 5 



In the above example Jones would credit his Cash Account 
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PART 1. 



INTRODUCTORY DEFINITIONS. 

EVEEYONB, whether he trade with his capital himself, or 
lend it to others for a fixed remuneration, finds it neces- 
sary to keep a record of his income and expenditure, in order 
that he may see at a glance, at any moment, the exact state 
of his affairs. 

With the progress of civilisation the method of doing so has 
advanced until it has become the science it now is, i.e., that of 

DOUBLE ENTRY, 

which is by far the most reliable system. 

Each transaction must affect two persons — the giver and 
receiver; and, in technical language, we have the following 
fundamental rule : — 

Every debit entry must have A corresponding credit entry. 

If Jones pay Brown £10, then, as far as that transaction is 
concerned, Brown is debtor to him for that amount, even 
though he may have previously owed it to Brown. 

The debit side of an account is the left hand ; the credit is 
the right hand. 

For the sake of brevity the word •*' debit '* is written " Dr.,'* 
and the word ** credit '* " Cr." 

In the above example Jones would credit his Cash Account 
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with £10, that is, would make the following entry on the Or. 

side : — 

By Brown £10 

And would debit his account with Brown thus : — 

To Cash £10 

Thus we see that, after any number of transactions have 
been recorded, since the amount for each has been entered 
once on each side, if the entries on the Dr. sides of the 
accounts in a set of books be added up, their total should 
always be the same as that of the Gr. entries, and this 
operation, called *' Taking the Trial Balance," is always 
performed previous to closing a set of books. 

Our first consideration in keeping the accounts of a mer- 
chant must be. Of what does his capital consist ? This we 
find to be cash and goods, called his stock in hand. 

Now a merchant's books are required to show how much 
cash he has, how much he receives and pays away ; how 
much stock he has, buys, and sells ; and, finally, how much 
cash and stock he has left on hand, and what profit or loss 
he has made on the latter. For this purpose it is necessary 
to employ a number of books, regulated according to the size 
and extent of that particular business, all of which come 
under the head of one of the following denominations: — 

(1) Journals. 

(2) Cash Books. 

(3) Ledgers. 

Before explaining how to record a complete series of trans- 
actions we will, first of all, carefully illustrate the method of 
writing-up and balancing each kind of Ledger Account, and 
also how to perform the same operations on the Cash Book 
in its simplest forms. 
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FORMS OF ACCOUNTS. 

Accounts are of three kinds : — 

(1) Personal. 

(2) Beal or Impersonal. 

(3) Nominal. 

A Personal Account is a record of the transactions as they 
pass directly between the merchant and some other person. 

A Beal Account is a record of the disposition of the 
merchant's goods, cash, bills, and any other property. 

A Nominal Account is a record of any particular outgoing 
for which there is no visible return, such as rent, salaries, etc. 

As an illustration of a " Personal Account *' we will record 
the following list of transactions between Messrs. Crawford 
& Co., wine merchants, and one of their customers, G. Jones, 
which occurred during the month of January 1893. 



1893 




& 


s 


d 


Jan. 1. 


Sold to G. Jones, Port Wine 


120 








» 9. 


it »i »i ... 


200 








» 16. 


Received cash from G. Jones 


160 








„ 17. 


Sold to G. Jones, Sherry 


80 








„ 20. 


Brandy 


60 








,, 25. 


„ „ Sherry 


90 








„ 80. 


Beoeived cash from G. Jones 


100 









We will take each of the above transactions in turn, and 
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see on whioh side of the acoount they should be entered. 
(See Example (a) Diagram J., at beginning of volume,) 

Sold to G. Jones, Port Wine, £120. 

Here Messrs. Crawford & Go. sell wine to G. Jones, who is, 
therefore, debtor to them as far as the transfer of the wine is 
concerned ; the amount is entered thus :— 

Jan. 1. To Port, £120, on the Dr. side. 

Sold to O. Jones, Port Wine, £200. 

This, being similar to the above, is entered thus : — 
Jan. 9. To Port, £200, on the Dr. side. 

Beceived cash from G. Jones, £150. 

Here G. Jones is creditor to Crawford & Co. as far as this 
one transaction is concerned, which is entered thus : — 

Jan 15. By cash, £150, on the Cr. side. 

Sold to G. Jones Sherry, ^£80. 
Here G. Jones is debtor for the amount, and we have 
Jan. 17. To Sherry, £80, on the Dr. side. 

Sold to him Brandy, £50. 

Here again he is debtor to Crawford & Co., and we have the 
following entry: — 

Jan. 20. To Brandy, £50, on the Dr. side. 
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Sold to him Sherry, £90. 

G. Jones being again debtor for the amount, we have the 

entry — 

Jan. 26. To Sherry, £90, on the Dr. side. 

Beceivedfrom him £100. 

G. Jones is creditor to Crawford & Go. for the amount, and 
we have the entry : — 

Jan 30. By Cash £100, on the Or. side. 

The transactions are now all duly recorded in Messrs. 
Crawford & Go.'s Ledger Account with G. Jones. To close 
the account we must first add the difference between the 
totals of the Dr. and Cr. sides to the smaller of the two ; in 
this case the difference is £290, which we enter on the Cr. 
side thus : — 

Jan. 31. By Balance, £290. 

The totals of the two sides now being the same, we next 
rule a line below the last entry on the Dr. side, that side con- 
taining the most entries, and a line across the Cr. side level 
with it. This leaves a vacant space on the Cr. side ; and, in 
order to show that this is intentional, and that no entries have 
been omitted, we rule a line diagonally across as in the 
illustration. 

The totals of the two sides are now entered, and a double 
line ruled below them. 

We should keep the accounts of Messrs. Crawford & Co. 
with any importer, or other source from which they purchase 
their stock, in a precisely similar style, with the exception 
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that all goods purchased must be entered on the Or. side, and 
all payments made by Crawford & Co. on the Dr. side. 

The next acoomit for oar consideration is Messrs. Crawford 
& Co.'s Wine Account. 

In practice they would probably open a separate account for 
each variety of stock, but, for the sake of simplicity, we will 
consider every kind as coming under the general head of wine. 

The following list will serve us as an illustration : — 



1893. 




£ 


8 


d 


Jan. 1. 


Stock of Wine in hand . . 


.. 1,000 








n 12. 


Sold Wine to Tomer & Co. 


500 








n 16. 


Sold Wine to J. Brooke . . . . . 


80 








» 18. 


Bought Wine of A. Sinclair . . 


800 








„ 22. 


Sold Wine to J. Brooke . . 


200 








„ 26. 


Bought Wine of A. Sinclair . . 


400 








„ 29. 


Sold Wine to K. Douglas 


70 









stock of wine in hand, £1,500. 

On Jan. 1st Messrs. Crawford & Co. find that they have 
£1,000 worth of wine in stock ; with this amount they there- 
fore open their Wine Account by making the following entry : 
{See Example (b), Diagram I.) 

Jan. 1. To Capital, £1,000, on the Dr. side. 



Sold Wine to Twmer dt Co., £500. 
Their stock is here diminished, and the entry is 

Jan. 12. By Twmer d Co., £500, on the Cr. side. 
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Sold Wine to J. Brooke, £80. 
Similarly here we have the entry — 

Jan, 16. By J. Broohey £80, on the Cr. side. 

Botight Wine of A, Sinclair, £800. 
Their stock is here increased, and the entry is — 

Jan. 18, To A. Sinclair, £800, on the Dr. side. 

Sold to J. Brooke, Wine, £200. 
Here as for the item on Jan. 16th we have the entry-^ 
Jan. 22. By J. Brooke, £200, on the Or. side. 

Botight Wine of A. Sinclair, £400. 
Here their stock is increased, and the entry is^ 

Jan. 26. To A. Sinclair, £400, on the Dr. side. 

Sold Wine to K. Douglas, £70. 

Here the amount of wine in stock is diminished, and we 
have the entry — 

Jan, 29, By K, Dotcglas, £70, on the Cr. side. 

These are Messrs. Crawford & Go.'s transactions lor 
January. 
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We have here a two-fold question to consider — 

(i.) How much wine is left in hand? 

This we are told is £1,500. 

(ii.) What profit or loss has been made on the amount of 
wine sold ? 

If we deduct the cost price of the wine remaining in hand 
from that of the total amount purchased, we shall have the 
cost price of the quantity sold ; this, however, is not done by 
actually subtracting the £1,500 from the total of the Dr. side, 
but by adding that amount to the Cr. side by making the 
following entry — 

Jan. 31. By Stock in hand, £1,600. 

The difference between the two sides of the account will 
now give us the required profit or loss. 

On trial we find that the Cr. total is £150 in excess of the 
Dr. total, — that is, that the amount received for the goods sold 
is £150 more than the price paid ; therefore, the £150 is the 
profit made during the month. 

This amount is entered thus — 

Jan. 31. To Profit and Loss Account £150, on the Dr. side. 

The totals of the two sides of the account being now the 
same, we close it as we did the preceding account, except that, 
since the Cr. side contains the greater number of entries, the 
diagonal line is, in this case, ruled on the Dr. side. 
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The CASH BOOK (simple forms). 

This we might consider merely as an account in the Ledger, 
but as, in practice, a very large proportion of the transactions 
involve the transfer of cash, it is absolutely necessary to devote 
a book entirely to that commodity, and we shall find it best to 
look upon it in that light from the first. 

We will begin by considering the simplest form, where one 
money column only is used on each side of the account. 

For an illustration we will take the following list of 
transactions :-— 



1893. 

Jan. 1. Cash in hand 

8. Paid Bent of Office 

7. Received from A. Calhoun 

12. Received from A. Jenkins 

19. Paid to J. Gordon 

21. Paid for Insurance 

29. Paid Salaries 

81. Received from B. Davis . . 



£ 


s 


d 


1,000 








50 








150 








500 








650 








30 








80 








180 









Cash in hand £1,000. 
This opening entry is made thus {see Example (c), Diagram 

Jan. i. To Capital £1,000 , on the Dr. side. 

Paid Bent of Office, £60. 

Here cash is paid away, or, more correctly, we might say that 
Messrs. Crawford <&lGo. are Creditor for the amount ; and the 
entry is — 

Jan. 3. By Bent £50, on the Cr. side. 



10 THE ELEMENTS OF PRAOTICAL BOOKKEEPING. 



BecewedfromA. Calhoun £150, 

Messrs. Crawford & Go. are here Debtor for the amount, and 
we have the entry — 

Jan. 7. To A, Calhoun £160, on the Dr. side. 



It will not be necessary to take each item separately ; the 
role for the student to keep before him is : — 

Enter *' Cashreceived " on the Dr. side, and " Cash paid " on 
the Cr. side. 

And generally for all accounts we may state the above rule 
concisely, thus :— 

In, Dr. 
Out, Gr. 

Bemembering this, there should be no difficulty in following 
the working out of the above transactions as shown on 
Diagram I. 

We will now add an extra column to each side of the Cash 
Book, and head the first column on each side 

" Discount," 

and the second column on each side 

''Bank." 



Note.— It is assumed in aU these elementary examples that we are 
keeping the books of Messrs. Crawford & Go. 
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For our illustration we will take the following list of trans- 
actions : — 



1893 




£ 


8 


d 


Jan. 1 


Gcbsh in hand 


. X,600 








» 8 


Beoeived from A. Baker 


. 290 












10 








„ 9 


Paid B. Davis 


885 










Disoonnt allowed by him 


15 








„ 16 


Beoeived from K. Gray 


580 










Allowed him discount . . 


20 








,; 28 


PaidG. Somers .. 


950 










Discount allowed by him 


50 








„ 27 


Paid B. Davis .. 


770 










Discount allowed by him 


80 








„ 80 


Beoeived from A. Baker 


485 










Allowed him disoonnt . . 


15 









Cash in hand £1,500. 
This opening entry is made thus (see Example (d). Diagram 

I') 

Jan. 1 To Capital £1,500, on the Dr. side. 

Beceivedfrom A. Baker £90. 

Allowed him discount £10, 

A. Baker pays £90 in discharge of a debt of £100, Messrs. 
Crawford & Co. allowing him an abatement of £10. We 
therefore enter £10 in the Discount column and £90 in the 
Bank column, thus — 



Jan. 8. To A. Baker £10 ; £90; on the Dr. side. 
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Paid B. Dams £885, 

Allowed discount by him, £15. 

B. Davis being willing to accept £385 in settlement of a 
debt of £400 owed to him by Messrs. Crawford & Co., we 
enter £15 in the Discount column and £385 in the Bank 
column, thus — 

JaM. 9. By B. Davis £15; £385; on the Or. side. 



All the transactions in the above being similar to either one 
or the other of the first two explained above, the student 
should be able to follow the entries without any difficulty. 

It will be noticed that the discount columns are no^ balanced 
but merely totalled ; these totals are entered periodically in 
an account in the Private Ledger, entitled 

" Discounts and Interest Account,** 

as will be seen when we come to keep a complete set of books. 
There are also two Ledger Accounts entitled 

(1) Bills Eeceivable. 

(2) Bills Payable. 

But before illustrating how to write-up and balance these 
Ledger Accounts, it will be necessary to give a short descrip- 
tion of 



THE ELEMENTS OF PBACTIOAL BOOEKESPING. 13 



BILLS OF EXCHANGE. 

Example (h) on Diagram I. is a very usual form. This bill 
is a ** bill receivable** to the drawer, T. Wantage, and a ** bill 
" payable** to the acceptor, A. Perkins. When the time 
comes for the acceptor to pay the amount of the bill, the bill 
is said to have matured. This bill matures on 8 March 1894, 
but A. Perkins is not legally bound to pay the £500 until 11 
March, on account of what are called the " three days of 
« grace,** so that the bill is not actually due until 11 March 
1894. 

Without the words "Value received" a bill would be 
worthless. 

T. Wantage may, if he choose, part with this bill to a third 
person after having first endorsed it, that is, written his name 
on the back of it exactly as it appears on the face, as he would 
have to do to an ordinary cheque made payable to order before 
cashing it or parting with it in any way. 

There are several other forms varying slightly from our 
illustration ; but the space available in this book will be better 
bestowed on that part of our subject which is absolutely 
necessary to the beginner ; and we will, therefore, pass on to 
give an example of Messrs. Crawford & Co.*s Ledger Account 
for his ** Bills Receivable** from the following set of 
transactions : — 

1893. £ 8 d 

Jan. 1. Bills in hand . . . . . . SCO 

„ 3. Received from J. Knowles his accep- 
tance at three months' date . . 200 
„ 7. Beceived cash for bill due this day . . 100 
„ 11. Discounted biU due 5th February . . 200 
Beceived from A. Turner his acceptance 

at four months' date • . . . 150 
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Bills in hand, £300. 

This opening entry is made in the following way. {See 
Example (e), Diagram L) 

Jan. i. To Capital £300, on the Dr. side. 

Received from J. Knowles his acceptance, £200. 

Messrs. Crawford & Co.'s bills in hand are here increased, 
so that we make the following entry :— 

Jan. 3. To J. Knowles, £200, on the Dr. side. 

Beceived cash for bill due, £100. 

One of the bills in hand on 1st Jan. now becomes due, 
so that the acceptor pays Messrs. Crawford & Co. the amount 
in cash, and receives back his bill ; in this transaction, there- 
fore, Messrs. Crawford & Co. are " Creditor" to the acceptor 
as far as their bill is concerned, and we have the entry : — 

Jan. 7. By Gash, £100, on the Dr. side. 

Discounted Bill, £200. 

Here, though the money for the bill is not to be paid until 
5th February, yet, by taking it to their bankers, Messrs. 
Crawford & Co. can get the amount advanced by them. 

The banker will charge a percentage for doing so, but this 
appears in the Cash Book, and we are at present only con- 
cerned with the necessary entry in the Bills Beceivable 
Accoimt, which is : — 

Jan. 11, By Cash, £200, on the Cr. side. 



^ ^>^ or THE ' 
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Beceivedfrom A. Turner his acceptance, £150, 

This being similar to the transaction on Jan. Srd, we have 
the following entry :— 

Jan. 18. To A, Twmer, £160, on the Dr. side. 

On entering the balance, which is £350, on the Cr. side, we 
find that there is an equal number of entries on each side of 
the account ; so that on closing the account we do not require 
a diagonal line on either side. 



To illustrate the Bills Payable Account we 


will take the 


following :— 




1898. 


£ 8 d 


Jan. 1. Bills outstanding 


250 


,, 10. Accepted A. Cook's draft at three 




months* date 


150 


„ 16. Metbilldue 


120 


,, 27. Accepted F. Rogers' draft at six months' 




date 


200 


„ 80. Metbilldue 


130 



These bills form part of Messrs. Crawford & Co.*8 liability, 
and are entered on the Cr. side ; the opening entry being : — 

Jan. 1. By Capital, £250, on the Cr. side. 



Accepted A. Cook's d/ra/t, £150. 

This increases Messrs. Crawford & Co/s liability, and we 
have the entry : — 

Jan. 10, By A. Cook, £150, on the Cr. side. 



Met Bill due, £120. 
That is, Messrs. Crawford & Co. pay £120 cash to the 
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drawer of the bill, which is returned to them ; they therefore 
have diminished their liability in bills, and the transaction is 
recorded thus — 

Jan, 15. To Cash, £120, on the Dr. side. 



Accepted F. Bogers* draft, £200. 
Here their liability is increased, and the entry is — 
Jan. 27, By F. Bogers, £200, on the Cr. side. 

Met Bill due, £130. 

This being similar to the item on Jan. 15, we have the 
following entry : — 

Jan. SO. To Cash, £180, on the Dr. side. 

This account is closed exactly as the former accounts. 

Example {g) on Diagram I. is an illustration of a nominal 
account, the balance being carried to the ** debit "of ** Profit 
** and Loss," as will be explained further on. 

Some Elementary Exercises will be found at the end of the 
book, which should be written up, balanced, and closed as 
explained above. 
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We have already stated that the necessary books for record- 
ing the transactions of a merchant are — 

1. Journals. 

2. Cash Books. 

3. Ledgers. 

The Cash Book in its simplest forms has already been 
described. 



THE LEDGERS. 

There are three Ledgers usually employed — 

1. The Sales Ledger. 

2. The Bought Ledger. 

3. The Private Ledger. 

The Sales Ledger contains the accounts of the merchants' 
customers. 

The Bought Ledger contains the accounts of the merchant 
with the manufacturers, importers, or others from 
whom he obtains his stock. 

The Private, Ledger contains the Eeal and Nominal Ac- 
counts, although sometimes the latter are kept in a 
separate book called the Nominal Ledger, 
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THE JOURNAL. 

This is the most important book, its object being to reduce 
every transaction, excepting such as are simple transfers of 
cash, to a convenient form for posting* into the Ledgers. In 
practice the Journal is always subdivided under various heads, 
but we will first show how a set of books may be kept in a 
clear and intelligent manner by making use of one General 
Journal. 

The first thing to be done, in order to open Messrs. Craw- 
ford & Co.'s books on 1st Jan. 1894, is to journalize their last 
month's Balance Sheet (a), thus — {See Diagram II,, Examples 
(a) and {b) ). 

Assets Dr. to LiabilitieSy 

as in illustration. 

Let us suppose the following to be a complete list of 
Messrs. Crawford & Co.'s transactions for the month of 
Januaiy 1894 : — 



1894, 




B 8 


d 


Jan. 1. 


Sold to A. Turner— 








20 pipes of Wine at 508. per pipe . . 


50 





» 2. 


Sold to F. Gray- 








so inpes of Wine at 55s. per pipe . . 


82 10 





,, 3. 


Paid Bent of Office . . 


100 





„ 4. 


Sold to G. Johnson— 








60 pipes of Wine at 50j. per pipe . . 


150 





,, 6. 


Paid to J. Woods, Cash 


380 







AUowed discount by him 


20 






* Note,-^'* Posting" is the technical term for ** entering." 
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1894. 




£ 


s 


d 


Jan. 7. 


Bought of H. Parker— 












450 pipes of Wine at 408. per pipe . 


900 








if 


10. 


AQcepted H. Parker's draft at three months* 










date 


600 








It 


12. 


Received from F. Gray, Cash . . 


147 












Allowed him discount . . 


3 








)> 


14. 


Sold to D. Needham— 












50 pipes of Wine at 50s. per pipe . 


145 








,. 


15. 


Beceived from A. Turner his aoceptanc 


e 










at two months' date 


250 








»» 


17. 


Paid Insurance 


60 








If 


18. 


Discounted Bill, due Ist May, for £2a 












received Gash 


198 












Discount charged 


2 








»» 


19. 


Sold to A. Turner— 












40 pipes of Wine at 508. per pipe . 


100 








»» 


20. 


Paid Salaries 


80 








>l 


22. 


Sold to G. Johnson— 












60 pipes of Wine at 50s. per pipe . 


160 








ft 


28. 


Beceived from G. Johnson his accepi 












ance at four months' date . • 


200 








ft 


26. 


Met bill due 


450 








l» 


25. 


Beceived cash from D. Needham 


100 








H 


26. 


Sold to F. Gray- 












so pipes of Wine at 55s. per pipe . 


137 10 





ft 


27. 


Beceived from F. Gray, Gash . . 


262 12 









Allowed him discount 


7 


8 





if 


28. 


Sold to D. Needham— 












80 pipes of Wine at 54s. per pipe . 


216 








11 


29. 


Beceived Gash for Bill due . . 


180 








11 


29. 


Accepted J. Wood's draft at fou 












months' date 


400 








11 


30. 


Sold to A. Turner— 












50 pij>es of Wine at 50s. per pipe . 


126 








11 


80. 


Beceived from A. Turner, Gash 


196 












Allowed him discount • 


4 









We will now journalise all the above transactionSi except 
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those which are simply ** Cash," which are to be entered 
directly into the Cash Book. (See Example (b). Diagram II.) 

Sold to A. Turner, Wine, £50. 

Here Turner's liability to Messrs. Crawford & Co. is 
increased ; they, therefore, must ** debit " him with the 
amount. The Journal entry for this is : — 

Jan, 1, A, Turner, Dr. to Wine, £50. 

a detailed account of the quantity and price being added 
below, as in illustration » 

Sold to F. Gray, Wine, £82 10s. 
This being similar to the above, we have — 
Jan. 2. F. Gray, Dr. to Wine, £82 10s. 

Sold to G. Johnson, Wine, £150. 
Here again we have -a similar Journal entry : — 
Jan. 4. G. Johnson, Dr. to Wine, £150. 

Bought ofH. Parker, Wine, £900. 

Here Messrs. Crawford & Co. are ** debtor *' to H. Parker ; 
the necessary Journal entry is : — 

Jan. 7. Wine, Dr. to H. Parker, £900. 

Accepted H. Parker's draft, £500, 

Here Messrs.* Crawford & Co. are " creditor" to H. Parker^ 
that is, we have, reversing our reasoning — 

•Jan, 10. H. Parker, Dr. to Bill Payable, £500. 
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Sold to D. Needham, Wine, £145. 
This being similar to the item on Jan. 1st, we have :-^ 
Jan. 14. D. Needham, Dr, to Wine, £146. 

Eeceived from A. Tv/mer his acceptance, £250. 

Messrs. Crawford & Co. are here "debtor" to A. Tmner, 
the Journal entry being : — 

Jan. 15. Bills Beceivahle, Dr. to A. Turner, £250. 

Sold to A. Turner, Wine, £100. 
Sold to G. Johnson, Wine, £150. 

The next two transactions being both similar to the item on 
Jan. 1st, we have the Journal entries : — 

Jan. 19. A. Turner, Dr. to Wine, £100. 
Jan. 22. G. Johnson, Dr. to Wine, £150. 

Eeceived from G. Johnson his acceptance, £200. 
This being similar to the item on Jan. 15th, we have — 
Jan. 23. Bill Beceivahle, Dr. to G. Johnson^ £200. 

Sold to F. Gray, Wine, £137 10s. 
Sold to D. Needham, Wine, £216. 

Both of these being similar to the item on Jan. 1st, we 
have — 

Jan. 26. F. Gray, Dr. to Wine, £137 10s. 

Jan. 28. D. Needham, Dr. to Wine, £216. 



S2 
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Accepted 7. Wood's draft, £400. 

This being similar to the item on Jan. 10, we joamali06 it 
thus : — 

Jan. 29. J. Woods, Dr. to Bills Payable, £400. 



Sold to A. Turner, Wine, £125. 

This, again, is similar to the item on Jan. 1st, and we have 
the Journal entry — 

Jan. 30. A. Turner, Dr. to Wine, £125. 



These are all the transactions requiring to be journalised ; 
taking the totals of the two columns we find each to be £5,786. 
There are still remaining in the list of transactions eleven 
** Cash" items. These, for the sake of clearness, we reprodoc^ 



1893. 
Jan. 3. 



Paid Bent of Office •• 

5. Paid to J. Woods, cash . . 

Allowed discoont by him 
12. Beceived from F. Gray, cash 
Allowed him discount 

17. Paid Insurance 

18. Discounted bill, received cash 

Discount charged . . 
Paid Salaries • • 
Met biU due . . 
„ ' Beceived from D. Needham, cash 
27. Beceived from F. Gray, cash 
Allowed him discount 

29. Beceived cash for biU due . . 

30. Beceived from A. Turner, cash 

Allowed him discount 



20. 
25 



£ s 


d 


.. 100 





.. 380 





.. 20 





.. 147 





3 





.. 50 





.. 198 





2 





.. 80 





., 450 





.. 100 





. . 362 12 





7 8 





.. 180 





.. 196 





4 






We now proceed to make out the Gash Book as in Example 
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(d) Diagram I. {See Example (c) Diagram II, Compa/re vnth 
Example {d) on Diagram L) 

Our opening entry is derived from the Journal — Jan, 1. To 
Capital, £1,000, on the Dr. side. We then post the above 
items as already explained. The next thing to be done is to 
open and post up the Sales, Bought, and Private Ledgers 
from the Journal. 

To follow the method of doing so the student should extend 
both Diagram II. at the end of the book and Diagram III. at 
the beginning. On the former he has the Journal and Cash 
Book, with which he is already acquainted ; and on the latter 
the three Ledgers, as they should appear after all the entries 
have been made from the Journal and Gash Book, Particular 
attention should be paid to the folio columns in each account, 
in which is entered the page of the book from which we derive 
our information ; corresponding columns in the Journal and 
Gash Book containing the corresponding Ledger folio. 

It will be seen that we have numbered the accounts, sup- 
posing (as would be done in practice) that each account is 
kept on a different page. Having exhausted the Journal entries, 
we post from the Gash Book into the Ledgers, each item appear- 
ing there on the opposite side to that in the Gash Book. 

All the transactions have now been entered twice in the 
various books— either twice in a Ledger, or once in a Ledger 
and once in the Gash Book — and in each case the entry 
appears once on the Dr. side and once on the Gr. side, as we 
have already stated should be the case. We now find the 
totals of the Discount columns in the Gash Book and post 
them into the Discounts and Interest Account in the Private 
Ledger. Before balancing the Gash Book or Ledgers we 
make out the 
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TRIAL BALANCE. 

Here we post in parallel colunms the totals of the Dr. and 
Cr. entries in each account. {See Example {d)^ Diagram II,) 

In our example we have been obliged to make two folios on 
account of the space at our disposal. 

The totals of the two columns in our Trial Balance agree as 
they should do, and we next make out a similar account, 
which we will call a '* Draft of Differences" {see Diagram III.), 
in which we enter the differences of the amounts in the Trial 
Balance. J. Woods and F. Gray having the same amount in 
each column, we do not require to enter these accounts iti the 
Draft of Differences. 

This latter account is merely an extract from the Trial 
Balance, but is very convenient, and greatly facilitates the 
operation of balancing the books, which is our next duty. 

. If the student now fold away Diagram II, and extend 
Diagram IV, he will find thereon the Ledgers as they will 
appear after being balanced and closed. 

A comparison between Diagrams III, and IV, will illustrate 
the method of doing so ; the balances being obtained directly 
from the Draft of Differences, with the exception of two 
accounts in the Private Ledger, viz., *' Wine" and *' Capital." 

In order to close the Wine Account we must proceed as in 
Example (6), Diagram J., first crediting the account with the 
stock in hand. This we obtain in the following way: — The 
stock in hand at the beginning of the month was 250 pipes ; 
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during the month Messrs. CrJEiwford & Go. have bought 450 
pipes from H. Parker — total, 700 pipes. 

They have also sold during the month 440 pipes to various 
customers. 

Therefore, their stock in hand at the end of the month is 
700 pipes, less 440 pipes, that is 260 pipes. 

This quantity at cost price represents £520, with which 
amount we credit the account. 

The difference now between the two sides is £276, which 
represents the profit for the month. 

If the Gr. side, with th^ addition of the cost price of the 
stock in hand, were still less than the total of the Dr. side, 
the difference would then be the loss sustained, as it would 
mean that the price obtained for the wine sold was so much 
less than the price given. 

Having debited the account with the £276, we close it as in 
the illustration, {See Diagram IV,) 

Before we close the Gapital Account, we must make out the 

PROFIT AND LOSS ACCOUNT, 

which is done as follows : — {See Diagram III,) 

Our first entry is the profit made on '* Wine,*' which we enter 
on the Gr. side. 

We then enter the balances of all the Nominal Accounts on 
the opposite to that on which they appear in the Ledger. 

The difference is the net profit for the month, which is 
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euTied io the eredU of " Ci^ital," and that accoont is now 
eloeed. 

We now arrive at the final operation of making oat the 

BALANCE SHEET. 

Here we enter the balances of the Gash Book, Bills Be- 
ceivable, and the Sales Ledger Accoonts, and the stock of 
wine in hand on the Gr. side nnder the title of ^* Assets," and 
the balances of Bills Payable, the Bought Ledger, and 
Capital Accounts on the Dr. side, under the title of 
" LiabiUties." 

The totals of the two sides should be the same. 

On trial this proves to be the case, the totals of each being 
£2,479 12s. 

This is the final operation, and Messrs. Crawford & Go. in 
order to open their books for February will commence by 
journalising the above Balance Sheet, as was done at the 
beginning of the month. 

The following is the order in which the various operations 
necessary in closing a set of books should be taken : — 

1. Make out the Trial Balance. 

2. Balance the Gash Book or Books and the Ledger 

Accounts, except the Goods and Capital Accounts. 

3. Find the gross profit made on all goods sold, and 

balance the Goods Account or Accounts. 

4. Make out the Profit and Loss Account. 

6. Credit or debit the Capital Account with the net profit 

or loss, and close the account. 
6. Make out the Balance Sheet. 



PART IT. 



THE JOURNALS. 



WE will now explain how the Journal is, in practice, divided 
into several separate hooks, in each of which are 
recorded all similar transactions. 



The following is a list of the most important : — 

(1) The Bought Day Book or Invoice Book. 

(2) The Sales Day Book or Sales Journal. 

(3) The Returns Book Inwards. 

(4) The Returns Book Outwards. 

(5) The Bill Book for— 

(a) Bills Receivable. 
(6) Bills Payable. 

(6) The Journal proper. 

These may be further increased, according to the require* 
ments of any particular business. 
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THE BOUGHT DAY BOOK OR INVOICE BOOK. 

In this book are recorded all the merchant's purchases. 
{See Example (a), Diagram V.) 

(a) This is very similar in form to the general Journal 

already described, except that here we use the first money 

column for the individual prices, and the second for the total 
of each invoice. 

A careful examination of the example will be sufficient to 
explain how the book is written up. 

{b) This form {see Example {b) ) is very superior to (a), as 
it enables us to obtain the totals for the various kinds of stock 
separately, so that we can periodically post them into their 
respective Ledger Accounts, instead of entering every indi- 
vidual item. 

In those businesses where several classes of goods are kept 
in stock, the number of columns would, of course, be too 
numerous for one book. In such a case we should employ 
several books, arranged in such a way as would be most 
convenient. 

Take, for example, a wine merchant who deals in several 
brands of different kinds of wines and spirits. 

If he wished, he could find his profit or loss separately on 
each brand by regulating the number of Bought Day Books 
according to the nimiber of different kinds of wines and 
spirits, and the number of columns in each according to the 
number of different brands of each kept in stock. 
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THE SALES DAY BOOK OR SALES JOURNAL. 

This is a similar book, employed to record all goods sold. 

Eorms (a) and (b) are also applicable in this case ; Jones 
and Smith, of course, here representing customers, and the 
folio columns containing reference to the Sales Ledger instead 
of to the Bought Ledger. 

Form (c) is also used in certain styles of businesses. 

The right hand portion is torn out, and taken by the carman 
for the customer to sign. 

The merchant thus obtains a receipt for the delivery of the 
goods, which he files away for future reference. 

Form (d) is a more convenient style than (o), possessing the 
same advantage over it that (b) does over (a), as explained 
when discussing the Bought Day Book ; in fact, all the latter 
part of the explanation given there applies equally to the Sales 
Day Book, which would require subdividing in a similar 
manner in the event of several Bought Day Books being used. 

It would be well to note that Form (b) is closed as it should 
appear at the time of taking the periodical Balance Sheet ; 
while in Forms (c) and (d) tie total of the first page is taken 
to be carried forward. 

Form {d) would be closed exactly in the same way as Form 
(6). 

To obviate the inconvenience of the Sales Day Book being 
wanted by two persons at the same time, it is usual to employ 
a duplicate set for 'alternate days," in order that, while one is 
in use in the outer office, the other is at the disposal of the 
Ledger clerk, who can post up the Sales Ledger without 
interruption. 
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THE RETURNS BOOKS INWARDS AND OUTWARDS. 

The best form of book for recording goods returned by the 
merchant to his suppliers, and also those returned to him by 
his customers, is given in .Example {b). 

THE BILL BOOKS. 

We now come to two very important books, in one of which 
we enter a full description of the merchant's bills receivable 
{see Example {e) ), and in the other a similar record of all his 
bills payable {see Example (/) ). 

Let us take the following list of bills received or disposed of 
during the month of January, and see, by referring to 
Example (e), how to record each item. 

1895. £ 8 d £ 8 d 

Jan. 1. Bills in hand — 

No. 3. Drawn by ns on A. Stuart 
at three montha' date, dne 9th 
inst., payable at the City Bank.. 200 
No. 4. Drawn by us on G. Jones 
at four months' date, due 11th 
March, payable at Messrs. Mar- 
tin's Bank .. .. .. 300 



600 





„ 3. Discounted G. Jones* acceptance for .. 300 





,, 9. Drew on A. Perkins at two months' date, and 




received his acceptance, payable at the Oity 




Bank 500 





„ 12. A. Stuart duly honoured his draft .. ..200 





,, 18. Beceivedfrom.D. PhiUps a bUl drawn by him 




on P. Haswell at two months' date, due 23rd 




February, for .. .. .. ..480 





„ 20. Paid to K. Gray, A. Perkins' draft for .. ftOO 





The bills in hand were entered when received. 


(& 


Example {e)). 
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Discounted G. Jones' acceptance. 

We merely record this in the last column, headed " How 
" and when disposed of." 

Drew on A, Perkins for £500. 

On Jan. 9th the merchant forwards a draft to A. Perkins, 
who returns it accepted, and made payable at the City Bank. 
{See Example (h), Diagram J., T. Wantage being the merchant.) 

The merchant enters a full description of the bill. 

A. Stuart duly honoured his draft. 

{See Example {e), Diagram V.) 

That is, he paid the money for it to the merchant, who 
records the fact in the final column. 

Beceivedfrom D. Philips a bill drawn on P. HaswelL 

Instead of accepting a bill drawn on him by the merchant, 
D. Philips endorses one of his own Bills Eeceivable, and pays 
it to the merchant, who enters a full description of it. 

Paid to K. Orayy A. Perkins* acceptance. 

The merchant now in his turn pays away one of his Bills 
Eeceivable to K. Gray, notifying the fact in the final column. 

We enter the individual amount to the credit of the various 
Sales Ledger Accounts, and the total of the bills received 
during the month to the debit of the Bills Eeceivable Account 
in the Private Ledger. 
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For an illustration of the Bills Payable Book we will take 
the following : — 

1895. £ 8 d £ 

Jan. 1. Bills outstanding- 
No. 7. Drawn by K. Gray, Nov. 6, 

at two months' date . . . . 2S0 

No. 8. Drawn by P. Somers, Dec. 
20, at three months' date . . 750 

1,030 

„ 9, Met K. Gray's draft .. .. .. 280 

„ 12. Accepted A. Lovell's draft at six months' date, 

payable at the London and County Bank for. . 600 
„ 20. Paid to K, Gray, A. Perkins' acceptance . . 500 

Here also the bills outstanding were . entered by the 
merchant when he accepted them. (See Example (/), 
Diagram ?.) . 

Met K, Gray's draft for £280, . 

This is notified in the final column headed '* Remarks. " 

Accepted A, LovelVs draft for £600. 

On receiving A. Lovell's bill the merchant duly accepts it, 
making it payable at the London and County Bank, and 
returns, it to the drawer ; he then enters a full description of 
the bill. 

Paid to K. Gray, A. Perkins\acceptance, 

This bill the merchant endorses and pays to K. Gray. It 
has already been* written off in Bills Eeceivable, and the 
merchant now enters a full description in Bills Payable. 

In such a case as the above the following entry in the 
Journal proper is necessary t — 

Jan, 20, Bills Payable Dr. to Bills Eeceivable. 
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THE JOURNAL PROPER. 

In addition to the above special Journals a general one 
must be used to analyse such transactions, for which neither 
of our special Journals are available. {See Examples (g) and 
(h) on Diagram F.) 

It is by means of this Journal that the merchant arranges 
his last month's Balance Sheet before opening the Ledgers for 
the next month. 

The following are illustrations of the style of transaction 
which we journalise by means of this book. 

1893. £ B d 

Jan. 5. A. Naah, having failed, pays 28. in the £ 

on a deht of £560 : write ofi loss , . 504 

,, 17. Beoeived consignment of Brandy from J. 

Thompson & Co., invoiced at . . • • 1,000 

„ 21. Part of husiness premises destroyed hy 

fire, writeoff loss .. .. .. 820 

We first journalise the Balance Sheet inserted for that 
purpose. 

A, Nash failed : write off loss. 
The merchant receives £56 in settlement of a debt of £660, 



34 THB ELEMENTS OF FUACTICAL BOOKEEBPINO. 

this leaves £504 to be \vritten off as a loss ; he therefore makes 
the following Journal entry {see note on Diagram F.) — 

Profit and Loss Account Dr. to A, Nash £504. 

Beceived Consignment of Brandy, 

If the merchant nsed his Bought Day Book for this trans- 
action the goods would be confused with his own stock ; but 
by making use of the Journal proper he is able to carry the 
amount to a special account in the Private Ledger, under the 
title of 

Consignment of Brandy , 
thus keeping the brandy entirely separate from his own goods. 

BiLsiness Premises Destroyed by Fire. 

This requires a similar entry to that made for the item on 
the 5th. 

The merchant may or may not recover part of his loss by 
having insured his property, but this will not affect our entry 
in the Journal, with which we are concerned at present. 

Similar transactions to the above require recording in this 
Journal ; in fact, as we have said before, 

All transactions for which none of the special Journals 
employed are suitable are recorded in the Journal proper. 
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THE CASH BOOK. 

We will now consider the following rules to be observed by 
the cashier, in order that he may systematically discharge his 
duties. 

1, All cash received must he hanked daily. 

2. All payments over £2 mtist he made hy cheqtce. 

8, All payments under £2 must he made through the Betty 
Cash Book {desorihed helow). 

Thus it will be seen that the second column on the Gr. side 
should correspond with the column in the Bank Pass Book. 

By adding a third column on each side for the daily totals, 
that column on the Dr. side will correspond to the Bank Pass 
Book. 

By this means also we can readily take a daily balance, 
which is advisable. 

The Gash Book for the following set of transactions is ruled 
and worked on the above principle. {See Example (a). 
Diagram VI,) 

In order to relieve the Gash Book of a number of entries 
for small amounts, it is customary to make use of a subsidiary 
book called the 
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PETTY CASH BOOK. 

la this book we have one column on the Dr. side, and 
several on the Cr. side, in which the amounts expended in 
various ways are grouped under special headings ; in our 
example {see Example (b) ) we have five special columns, and 
one for all the amounts. 

At the end of each week the petty cashier receives a cheque 
for the exact amount which he has spent, thus he always 
begins the week with his original sum in hand. The necessary 
entry in the Cash Book being— 

Jan. 8, By Petty Cash disbursements , £S 14s, 6d., 

the monthly totals of each special Gr. column is entered to 
the debit of that particular Nominal Account in the Private 
Ledger, or where only one Ledger Account is used the amount 
of the ** totals" column is entered, as will be found in the 
following worked set of transactions. 

It is not necessary to have a separate Ledger Account for 
each, any information being easily obtained from the Petty 
Cash Book. 

In the worked example we have shown the Petty Cash 
Book for the first week for the following set of transactions. 
Other subsidiary Cash Books are necessary, among which we 
may especially mention the Salaries Account Book. (See 
Diagram IX,) 

A cheque for the full amount being drawn each week, a 



THE ELEMENTS OF PRACTIOAL BOOEKSSEiPINa. 37 

complete record of the several sums paid to the various mem- 
bers of the staff is kept therein. Each person, on receiving 
the amount due to him, signs his name in the space provided 
on the right-hand side. 

Other books of a similar nature may be employed for com- 
missions, etc. 



THE LEDGERS. 

The only necessary addition to the remarks already made is 
that, in practice, it is usual to insert accounts under the head- 
ings of '• Cash Book," " Petty Cash Book," ** Sales Ledger," 
and ** Bought Ledger " in the Private Ledger {see Diagram 
VL, Example (a) and Diagram IX., Example (5), col. i, for 
Cash Book), by means of which the merchant may make out 
his Profit and Loss Account and Balance Sheet without being 
obliged to refer to any other book. 

The Private Ledger is, moreover, usually supplied with a 
lock and key, so that the profits or losses of the business need 
be known only to the merchant himself. 

We will now, for a final illustration of our subject, keep the 
books of Messrs. Williams & Somers, com merchants, for the 
month of January 1894. 

On Diagram VII. we have their Balance Sheet for 31 
December 1893. 
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The 


following is a Ust of their transactions during 


month 


• ■ 










1894. 




& 


s 


d 


Jan 


. 2. 


Sold to A. Savage 50 qn. of Barley at 












55b. per qr. 


137 10 





II 


2. 


Paid Bent of Office 


100 








II 


4. 


Sold to G. Gk)od 150 qrs. Barley at 55b. 












per qr. • . 


412 10 









and 80 sacks of Floar at 60b. 












per sack 


240 








11 


5. 


Bought of J. Hammond 1,200 qrs. of 












Wheat at 60b. per qr. 


3,600 












500 qrs. of Barley at 408. per qr. 


1,000 












200 sackB of Floor at 50b. per Back 


500 








II 


6. 


Oonsigned to A. MeUiah 1,000 qm. of 












Wheat at 60b. per qr. 


3,000 








II 


8. 


Paid to Petty Cashier 


3 14 


6 


II 


8. 


Paid Salaries 


6 








II 


9. 


Beoeived from M. Stevens, Cash 


147 












Allowed him discount 


3 








II 


10. 


Beturned to J. Hammond 200 qrs. of 












Barley at oost price, 40s. per qr. . . 


400 








II 


12. 


Beoeived from A. Mellish Account Sales, 
showing that 800 qrs. of Wheat sold 
at 808. per quarter 












Beoeived from him Gash 


2,880 












Allowed him discount 


320 












200 qrs. of Wheat returned hy him 


600 








,, 


16. 


Paid to Petty Cashier 


3 


2 


6 


II 


16. 
16. 


Paid Salaries 

A. Savage, having failed, pays 5s. in 
the£l 


5 












Beceive Cash 


34 


7 


6 






Write ofi loss .. 


103 


2 


6 


II 


J 7. 


Beoeived Cash for BUI Beceivable due 


300 








II 


18. 


Paid J. Hammond, Cash 


2,375 












Discount allowed by him . . 


126 












Accepted his draft 


1,200 
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1894. 








a a 


d 


Jan. 20. 


Met BiU Payable due this day 






550 





» 22. 


Received from G. Good, Cash 






490 







Allowed him discount 






10 







Hifl acceptance . . 






700 





,. 22. 


Paid to Petty Cashier 






2 10 





„ 22. 


Paid Salaries 






5 





» 24. 


Sold to M. Stevens, 80 qrs. of 


Barley 








ateOs.perqr. 




.. 


240 





,. 26. 


Received from M. Stevens his 


accept- 








ance 






340 





., 29. 


Paid to Petty Cashier 




.. 


8 12 





„ 29. 


Paid Salaries 




• • 


5 





n 30. 


Paid J. Hammond, Cash 




, , 


960 







Discoont allowed by him 


• • 


50 






By first studying Diagrams VL and VIL, the student may 
trace each transaction into its proper Journal, or the Cash 
Book. 

Then extending Diagram VIII, he will find there the 
Ledgers in full, except those in the first column on Diagram 
IX,, which are not wanted directly. 

The entries from the Journals and Cash Book into the 
Ledgers should now he traced. 

A final comparison between Diagrams VIII. and IX, will 
show how the Trial Balance, Profit and Loss Account, and 
Balance Sheet are made out, the net profit for the month 
being apportioned thus : — 

Two-thirds to J. Williams, and one-third to F. Somers. 
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Elementary E)^Qrci8e8 in Goods Accounts and Cash 
Books, Bought and Sales Day Books, etc. 



These Exercises are to be worked as shown on Diagram I. 



Enter the following in the Cash Book {Form (c), Diagram 



1867. 

Jan. 1. Gash in hand.. 

„ 8. Paid B. Harris 

tf 7. Beoeived from A. Trueman 

,, 17. Beoeived for cash sales* . . 

„ 22. Paid rent of office 

„ 27. Beoeived from P. Warner 

„ 31. Paid D. Needham 

* Entry should appear " To Sundry Sales.' 



£ s 


d 


1,000 





500 





223 10 





105 10 


7 


140 





216 17 


4 



315 9 10 



II. 



Enter the following in the Cash Book : — 



1882. 




£ s 


d 


[ar. 1. 


Gash in hand 


. 260 





» 8. 


Beoeived from B. Dawson • 


. 420 





» 12. 


Paid J. James 


. 600 





,. 17. 


Paid Salaries 


50 





„ 21. 


Beoeived from K. Gray . . 


. 273 15 


9 


» 29. 


Paid B. Hughes 


. 110 12 


6 


„ 31. 


Paid H.Norton 


65 17 


8 
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III. 



Enter the following in the Gash Book (Form {d), Diagram 



1889. 




£ s 


d 


May 1. 


Gash in hand.. 


. 1,000 





„ 2. 


Paid A. Turner, Cash . . 


476 







Discount allowed . . 


26 





» 15. 


Beceived from B. Drew, Gash 


. 294 







Allowed discount . . 


6 





„ 20. 


Beoeived from K. Gordon, Gash 


. 441 







Allowed discount . . 


9 





,, 28. 


Beoeived from A. Measures 


. 117 10 


6 


» 30. 


Paid J. Johnson 


. 875 18 


6 



IV. 



Make out a "Barley*' Account from the following 
(Form (b) ) :— 

1879. 

Jan. 1. Stock in hand, 60 qrs. at 40s. per qr. 

„ 5. Sold to G. Lewis, 10 qrs. at 608. per qr. 

„ 10. Sold to H. Harris, 12 qrs. at 62s. 6d. per qr. 

„ 17. Sold to P. Haswell, 3 qrs. at 66s. per qr. 

„ 21. Bought of J. Johnson, 40 qrs. at 40s. per qr. 

„ 27. Sold to W. Turner, 20 qrs. at 48s. per qr. 

„ 30. Sold to G. Lewis, 30 qrs. at 47s. 6d. per qr. 

„ 81. Bought of Mi Stuart, 36 qrs. at 40s. per qr. 
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Make out a ** Brandy *' Account from the following : — 



Stock in hand, 20 gallons at SOa. per gallon. 
Sold to A. Taoker, 15 gallons at 88s. per gallon. 
Bought of L. LoveU, 60 gallons at 30s. per gallon. 
Sold to E. Lewis, 10 gallons at 86s. 6d. per gallon. 
Sold to P. Harris, 22 gallons at 85s. 6d. per gallon. 
Sold to A. Taoker, 20 gallons at 88s. per gallon. 
Sold to E. Lewis, 10 gallons at 86s. 6d. per gallon. 



VI. 



Make out a Bought Day Book from the following (as shown 
in Form (6), Diagram V.) : — 



1891. 


Jan 


. 1. 




6. 




12. 




14. 




20. 




21. 




81. 



Jan. 1. Bought of H. Harrison, 10 gallons ol Brandy at 80s. per 
gallon. 
„ 5. Bought of J. Lewis, 40 pipes of Wine at £40 per pipe. 
„ 7. Bought of A. Turner, 80 gaUons of Brandy at 80s. per 
gallon. 

50 pipes of Wine at £40 per pipe. 
„ 20. Bought of J. Lewis, 80 pipes of Wine at £40 per pipe. 

60 gallons of Brandy at 80s. per gallon. 
,, 21. Bought of A. Turner, 50 pipes of Wine at £40 per pipe. 
„ 22. Bought of B. Davis, 80 gallons of Brandy at 803. per 

gaUon. 
„ 27. Bought of H. Harrison, 20 gaUons of Brandy at 30s. per 
gallon. 

40 pipes of Wine at £40 per pipe. 
„ 81. Bought of T. Seymour, 80 pipes of Wine at £40 per pipe. 
60 gallons of Brandy at 80s. per gallon. 
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vn. 

Make out a Petty Gash Book from the following : — 





1896. 






£ 8 d 


Jan. 1. 


Gash in hand.. 


10 


M 1. 


Paid 


travelling expenses 


7 6 




n 1. 


If 


for stamps 


6 




, 2. 


ft 


,, carriage of goods 


15 6 




. 2. 


ft 


„ office furniture 


1 12 




, 3. 


)t 


ft travelling expenses 


4 2 




> 4. 


M 


„ stationery .. 


10 6 




, 4. 


» 


„ stamps 


6 




. 6. 


t* 


„ travelling expenses .. 


6 9 




, 6. 


M 


„ carriage of goods 


8 10 




, 6. 


it 


„ stamps 


5 




, 6. 


Beoeived from Cashier cheque . . 


• 



vni. 

Make out a Sales Day Book from the following 
{Form (d) ) :— 



Sold to J. Smith, 8 qrs. of Barley at 50b. per qr. 

10 sacks of Flour at 628. per sack. 
Sold to K. Gray, 7 qrs. of Wheat at 68s. per qr. 
Sold to H. May, 15 qrs. of Wheat at 68s. per qr. 
Sold to J. Smith, 10 sacks of Flour at 628. per sack. 

12 qrs. of Barley at 50s. per qr. 

20 qrs. of Wheat at 688. per qr. 
Sold to J. Stevens, 18 sacks of Flour at 62s. per sack. 
Sold to B. Davis, 25 sacks of Flour at 628. per sack. 

16 qrs. Barley at 508. per qr. 



The above are inserted as suggestions, and may be multiplied 
by the teacher at his own discretion. 

Exercises similar to No. 3 could be increased so as to 
include several entries on each day, and the student taught to 
carry the totals of the Bank column out into the Total column 
daily. 



1896. 


Feb 


1. 


»» 


5. 


If 


7. 


>f 


10. 


>» 


22. 


it 


29. 
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A. Tucker, wine merchant, commences 1st January 1882 
with the following assets and liabilities, as shown by the last 
month's Balance Sheet : — 

iis30to-Ga8hixihand .. .. .• 1,000 



Stock ol Wine, 50 pipes at £40 
F.Gray .. 
A. Tomer • . 



LiabiUties—'R, Smith & Go. 
J. Thompson 



2,000 
SOO 
250 



100 
850 



His transactions for January are : — 



1882. 




£ 


s 


d 


Jan. 1. 


Sold to A. Turner, 5 pipes of Wine at £60 










perpipe 


800 








„ 8. 


Paid Salaries 


30 








„ 3. 


Paid Rent 


150 








„ 3. 


Paid Insurance 


20 








n 6. 


Sold to F. Gray, 10 pipes of Wine at £50 










per pipe .. •• •• •• 


500 








., 7. 


Bought of J. Thompson, 80 pipes of Wine 










at £40 per pipe 


1,200 








» 10. 


Sold to A. Turner, 15 pipes of Wine at 










£60 per pipe 


900 








„ 12. 


Beceiyed from A. Turner 


1,000 








„ 12. 


Received from F. Gray 


600 








„ 15. 


Paid to J. Thompson . . 


800 








., 18. 


Sold to F. Gray, 12 pipes of Wine at £50 










perpipe .. 


600 








.. 23. 


Sold to A. Turner, 8 pipes of Wine at £60 










perpipe .. 


480 








„ 25. 


Bought of R. Smith & Co., 25 pipes of 










Wine at £40 per pipe 


1,000 








,.-26. 


Paid to R. Smith & Co. 


1,100 








„ 29. 


Received from A. Turner 


980 








» 81. 


Sold to F. Gray, 5 pipes of Wine at £50. . 


250 
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II. 



J. Harvey & Co., tea merchants, commence 1st January 
1879, with following liabilities and assets : — 



Liabilities— "P. Mason 
G. Smith 



-D. Ashby 
Gash in hand.. 
Stock of tea in hand : — 
100 chests, containing 1 owt. 
each, at Is. 6d. per lb, 



£ R d 

200 

660 

200 

1,500 



840 



The transactions during the month are : — 

1879. £ s d 

Jan. 1. Sold to D. Ashby, 8 chests of tea at 

£10 10s. per chest. 
„ 3. Paid Rent .. .. .. .. 120 

„ 7. Sold to B. Simpson, 10 chests of tea at 

£9 9s. per chest. 
„ 8. Sold to F. Nichols, 12 chests of tea at 

9} guineas per chest. 
„ 10. Paid to G. Smith .. .. .. 560 

„ 12. Sold to D. Ashby, 15 chests of tea at 

£9 9d. per chest. 
„ 15. Keceived from D. Ashby . . . . 273 5 

„ 16. Sold to F. Nichols, 20 chests of tea at 

9 guineas per chest. 
„ 17. Received from F. Nichols . . . . 308 14 

„ 18. Paid Salaries . . . . . . 30 

„ 20. Sold to D. Ashby, 10 chests of tea at 

9^ guineas per chest. 
„ 21. Bought of P. Mason, 40 chests of tea at 

8 guineas per chest. 
„ 23. Paid to P. Mason .. .. .. 400 
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1879. 
Jan. 24, 



Q(M to B. Simpson, 10 chests of tea at 
9 guineas per chest. 

26. Sold to D. Ashby, 20 chests of tea at 

9 guineas per chest. 

27. Beceiyed from B. Simpson 

28. Paid Insurance 

30. Paid for Sundry Expenses* 

30. Bought of P. Mason, 40 chests of tea at 

£8 8s. per chest. 

31. Paid to P. Mason 

♦ Debit " Trade Oharges." 



£ s d 



100 
30 



31 9 



172 



III. 



J. Baker's assets and liabilities on 1st March 1891 are as 
follows : — 

Assets— Caah 

Wme— 

10 pipes at £40 
A. Measures 
F.Drew 

LiaHUHes—'ILeeveB & Go. . . 
J. Clark & Go. .. 



£ 


s 


d 


.. 2,500 








.. 400 








.. 150 








.. 1,000 








.. 1,400 








.. 200 









His transactions during the month are : — 
1891. 
Mar. 1. Beceived from A. Measures, Gash 
Allowed him discount 
„ „ Sold to A. Measures, 3 pipes of wine at 

£60 per pipe. 
„ „ Bought of Beeves & Go., 30 pipes of wine 

at £40 per pipe. 
„ „ Paid J. Glark & Go 



£ 8 

97 10 

2 10 



d 





125 



& 


8 


d 


975 








26 








2.510 








90 









THE ELEMENTS OF PBACTIOAL BOOKKEEPING. 47 

1891. 
Mar. 3. Beoeiyed from F. Drew, Gash . . 
Allowed him discount 
,, 4. Paid Beeves & Co., Gash 

Disooont allowed hy them 
„ „ Sold to F. Drew, 15 pipes of wine at 

£55 10s. per pipe. 
„ 5. Paid salaries.. .. .. .. 100 

„ „ Bought of «r. Philipson, 15 pipes of wine 

at £40 per pipe. 
„ „ Sold to K. Sawyer, 20 pipes of wine at £50 

per pipe. 
„ 7. Paid rent .. .. .. .. 60 

„ „ Sold to F. Drew, 6 pipes of wine at £56 10s. 

per pipe. 
„ 8. Bought of J. Olark & Oo., 5 pipes of wine 

at £40 per pipe. 
„ 9. Sold to A. Measures, 2 pipes of wine at 

£60 per pipe. 
„ 10. Beoeiyed from A. Measures, Gash . . 292 10 

Allowed him discount . . 7 10 

„ 12. Bought of H. Morris, 20 pipes of wine at 

£40 per pipe. 
„ 15. Bought of Beeyes & Go., 20 pipes of wine 

at £40 per pipe. 
„ „ Paid Beeves & Go., Gash .. .. 486 

Discount allowed hy them . . 15 
„ „ Bought of J. Philipson, 8 pipes of wine at 

£40 per pipe. 
„ 16. Sold to F. Drew, 10 pipes of wine at £54 

per pipe. 
„ 18. Paid insurance . . . • . . 20 

„ 23. Bought of J. Glark & Go., 12 pipes of wine 

at £40 per pipe. 
„ „ Sold to B. King, 40 pipes of wine at £60 

per pipe. 
„ 24. Beoeiyed from B. King, Gash .. 
Allowed him discount 
„ 25. Beoeiyed from F. Drew, Gash . . 
Allowed him discount 



1,960 





60 





731 6 





18 15 
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1891. £ 8 d 

Mar.29. Paid J. Glatk & Go 500 

„ 80. Sold to K. Sawyer, 20 pipes at £50 per pipe 1,000 

The above Exercise is intended chiefly as a drilling in the 
Bought and Sold Day Books (Form (6), Diagram F.), which 
may be employed here- with one column only, as no distinction 
has been made as to different kinds of wine. 



IV. 



The following is an extract of A. Parker's Balance Sheet for 
31st December 1894 :— 





£ B d 


ils«ete-Oash 


.. 1,000 


BiUs receivable.. 


.. 300 


0. Twist & Co. .. 


.. 145 10 


B. Johnson 


.. 200 


M.Smith 


40 


Stock of wine in hand— 




60 pipes at £40 per pipe. . 


.. 2,400 


Liabilities— BiHa payable . . 


.. 200 


F. Hadley 


.. 650 


R. Watson &0o. 


.. 475 10 



His transactions for January 1895 are as follows : — 



1895. £ 8 d 

Jan. 1. Bought of G. Jones, 40 pipes of wine at 
£40 per pipe. 
„ 2. Accepted G. Jones' draft at tbree months' 

date, payable at City Bank to A. Sinclair 1,000 
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1895. £ s d 

Jan. 2. Accepted F. Hadley's draft at one month's 

date, payable at City Bank, to the drawer 500 

„ 3. Sold to B. Johnson, 5 pipes of wine at 
£62 10s. per pipe. 

„ 5. Paid Bent of Officd .. .. .. 80 

„ 7. Drew on B. Johnson at two months' date, 
who returned draft, accepted payable 
at London and Ck)unty Bank . . 500 

„ 10. Sold to M. Smith, 20 pipes of wine at 
£60 per pipe. 

„ 12. Received from M. Smith, Gash . • 234 

Allowed him discount . . 6 
Beceived his acceptance at four months' 

date, payable at the Bank of England 1,000 

„ 14. Sold to O. Twist & Co., 20 pipes of wine, 
at £58 per pipe. 

„ 15. Sold to B. Johnson, 10 pipes of wine at 
£62 per pipe. 

„ 17. Beceived from 0. Twist & Co., Cash . . 106 10 
And their acceptance at two months' date, 
payable at the London and Provincial 
Bank .. .. .. .. 800 

„ 20. Bought of B. Watson & Go., 50 pipes of 
wine at £40 per pipe. 

„ 21. Paid B. Watson & Go., Gash . . . . 916 19 6 

Discount allowed by them . . 58 10 6 

Accepted their draft at four months' date for 1 ,000 

Also one at two months' date for • . 500 

Both payable to drawers at City Bank. 

„ 23. Beceived Cash for Bill due this day . . 300 

„ 25. Met Bill due this day . . . . . . 200 

„ 26. Sold to O. Twist & Co., 25 pipes of wine 
at £56 per pipe. 
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1895. £ 8 d 

Jan. 27. Beoeiyed from 0. Twist & Co., Gash . . 780 

Allowed them discount .. 20 
Also their acceptance at six months' date, 

payable at City Bank .. .. 1,000 

„ 80. Paid Salaries .. .. .. SO 

„ 31. Paid Insurance •. .. .. 85 



V. 



Messrs. H. Smith & Co.'s assets and liabilities on 1st July 
1886 are as follows : — 



Assets — Gash in hand. 



Bills Beceivable : — 
No. 6, due 7th July . . 
No. 7, due Ist August 



£ s d 
. . 1,200 ' 
£ s d 



100 
200 



F. Newman . . 
Stock of tea : - 

50 chests at £8 8s. per chest. . 
Stock of sugar : — 

25 cwt. at £2 per cwt. 

Liabilities — Bills payable, No. 10, due 8rd July 
G. Lewis . . . • • . 

Their transactions during the month are : — 

1886. 
July 2. Sold to K. Gray, 8 cwt. of sugar at 50s. 

per cwt., and 4 chests of tea at £10 10s. 

per chest. 
„ 8. Met bill due . . . . . . ' . , 

„ 8. Bought of G. Lewis, 50 cwt. of sugar at 

408. per cwt. 



800 

860 

420 

50 

600 

450 



500 
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1886. 




£ s 


d 


July 3. 


Consigned to A. Parton, 60 cwt. of sugar 










at 40s. per cwt. 






fi 


7. 


Received Cash for bill due 


100 





it 


8. 


Accepted G. Lewis' draft at four months' 










date, payable at City Bank. . 


400 





It 


12. 


Sold to K. Gray, 10 chests of tea at 9i 
guineas per chest. 






It 


14. 


Received from A. Parton Account Sales, 
showing that consignment was all sold 
at 60s. per cwt. 










Received from him cash 


143 









Allowed him discount . . 


27 









„ for expenses 


10 





y* 


16. 


Sold to F. Newman, 6 cwt. of sugar at 
608. 6d. per cwt. 
12 chests of tea at 
£8 168. per chest. 






it 


16. 


Received from F. Newman his acceptance 
at two months* date, payable at City 










Bank 


260 





tt 


18. 


Received from K. Gray, Cash . . 


145 10 


6 






Allowed him discount . . 


3 14 


6 


tt 


19. 


;;Paid Salaries.. 


25 





»t 


19. 


Paid Insurance . . . • . • 


35 





M 


19. 


Paid Sundry Expenses 


12 10 


6 


»» 


22. 


Sold to F. Newman, 20 chests of tea at 
£9 9s. per chest. 






tt 


23. 


Received from F. Newman, Cash . • 


292 10 









Allowed him discount . . 


7 10 





tt 


26. 


Bought of G. Lewis, 60 chests of tea at 8 
guineas per chest. 

75 cwt. of sugar at 40s. per cwt. 






»» 


29. 


Paid G. Lewis, Cash . . 


475 









Discount allowed by him 


26 






After having obtained the Balance Sheet for the month, 
re-open Messrs. H. Smith & Co.'s books, and record the 
following transactions for August 1886 : — 
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VI. 



1886. £ s d 

August 1. Beoeived cash for bill due this day ,. 200 

,, 2. Sold to T. Blake, 6 chests of tea at 
£10 IOb. per ohest. 

„ 6. Sold to F. Newman, 10 ohests of tea at 
£8 168. per chest. 
6 cwt. of sugar at 50s. 6d. per cwt. 

„ 6. Sold to E. Gray, 20 chests of tea at 
£9 16s. per chest. 

12 cwt. of sugar at 52s. per cwt. 

„ 6. Bought of G. Lewis, 50 chests of tea at 
£8 8s. per chest. 

„ 11. Beceived from F. Newman, Cash . . 196 
Allowed him discount . . 4 

„ 12. Paid to G. Lewis, Cosh .. .. 608 

Discount allowed by him . . 82 

„ U. PaidBent.. .. .. .. 100 

„ 15. Sold to F. Newman, 15 chests of tea at 
£8 15s. per chest. 
20 cwt. of sugar at 51s. 6d. per cwt. 

„ 15. Beceived from F. Newman his accep- 
tance at six months' date, payable at 
City Bank .. .. .. 150 

Also received from him Gash . . 50 14 6 

Allowed him discount . . 16 

„ 16. Sold to T. Blake, 20 chests of tea at 
£10 per chest. 

10 cwt. of sugar at 56s. per cwt. 



18. Paid Salaries 



25 
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1886. £ 8 d 

August 21. Sold to A. King, 10 chests of tea at 
£11 per chest. 

20 cwt. of sugar at 658. per cwt. 
,f 28. Beceived from T. Blake his acceptance 
at four months' date, payable at the 
Bank of England .. •• 260 

Cash .. •• 40 

Allowed him discount • • 10 

„ 24. Sold to A. King, 15 chests of tea at 
£11 per chest. 

14 cwt. of sugar at 65s. per cwt. 
„ 26. Beceived from A. King his acceptance 
at five months' date, payable at 
London and Suburban Bank • • BOO 

„ 80. Beceived from K. Gray, Gash •• 196 

Discount •• •• .. 6 



VII. 

D. Ashton's liabilities and assets on 81st May 1887 are : — 

£ s d £ 8 d 



LtdbUUies^Bm Payable- 










Ko. 9, due 1st June • • 




800 








B. Porter 




400 








4««eto— Gash at Bank . . 


1,600 








Petty Gash 




20 








Bills Beceivable— 










No. 6, due 6th June • • 160 











No. 6, due 10th August 200 













— 


860 








J. Jones 


., 


420 








B. Baker 


, , 


260 








Ohampagne in Stock— 










50 dozen at dOs. per dozen 


• • 


76 








Brandy in Stock— 










60 gallons at 28s. per gallon 


• • 


84 








Port Wine in Stock— 










20 pipes at £8 per pipe 


• • 


60 









£ 


8 


d 


900 








195 








5 
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His transactions for the month of June are as follows : — 

1887. 
June 1. Met bill due this day • • 

„ 2. Beoeived from J. Jones, Gash • • 
Allowed him discount 

„ 8. Sold to J. Jones, 5 dozen of champagne at 
40b. per dozen. 
10 gallons of brandy at d6s. per gallon. 
2 pipes of port at 75s. per pipe. 

„ 5. Sold to B. Baker 15 dozen of champagne 
at 86s. per dozen. 
20 gallons of brandy at 85s. per gallon. 

„ 6. Beceived cash for bill due . . . . 150 (0 

„ 7. Paid to petty cashier . . . . . . 2 12 

ft 9. Sold to G. Norton, 10 pipes of port wine 
at 70s. per pipe. 
10 dozen of champagne at 88s. per 

dozen. 
20 gallons of brandy at 86s. per gallon. 

„ 10. Bought of B. Porter, 60 dozen of cham- 
pagne at 80s. per dozen. 
200 gallons of brandy at 28s. per gallon. 
50 pipes of port wine at 60s. per pipe. 

„ 11. Accepted B. Porter's draft at 8 months' 
date, payable at the London and Gounty 
Bank .. .. •• .. 600 

„ 12. Consigned to A. Harris, 150 gallons of 
brandy at 28s. per gallon. 

„ 14. Paid to petty cashier . . . . . . 2 
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1887. £ 8 d 

June 15. Sold to C. Norton, 20 gallons of brandy at 
363. per gallon. 

t, 16. Beceived from C. Norton his aooeptance 
at 4 months* date» payable at the City 
Bank .. .. .. .. 126 

„ 18. Beceived from J. Jones his acceptanoe at 3 
months' date» payable at the London 
and Provincial Bank . . • • 150 

„ „ Beceived from B. Baker his acceptance at 
two months' date, payable at the City 
Bank .. ' .. .. .. 200 

„ 20. Paid to B. Porter, Cash ., .. 288 

Discount allowed by him • . 12 

„ 21. Paid to petty cashier . . . . . . 1 15 

„ 24. Beceived from A. Harris, Account Sales, 
showing that 120 gallons of brandy 
sold ac 40s. per gallon. 

„ „ Beceived from A. Harris, Gash.. .. 220 

Allowed him discount . . . 20 
30 gallons of brandy unsold at 288. 
per gallon. 

„ 25. Sold to B. Baker, 20 dozen of champagne 
at 36s. per dozen. 

„ 27. Sold to J. Jones, 3 pipes of port wine at 
75s. per pipe. 
5 dozen of champagne at 40s. per dozen. 

„ 28. Paid to petty cashier . . . . . . 3 

„ 80. Paid salaries.. .. .. •• 30 
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Trial Balances, Profit and Loss Accounts, and 
Balance Sheets of the foregoing sets of Transactions 



I. 



TRIAL BALANCE. 



Cash .. 
Wine.. 

A. Tamer .. 
P. Gray 

B. Smith & Go. 
J. Thompflon 
Bent .. 
Salaries 
Insoranoe 
Capital Account 



Drs. 



£ 8 d 



Crs. 



£ B d 



3,530 








2,100 








4,200 








3,030 








1,930 








1,930 








1,650 








600 








1,100 








1,100 








800 








1,650 








150 














30 














20 














•• 






3,100 









£13,410 £18,410 



Dr. 



PBOFIT AND LOSS ACCOUNT. 



Or. 







£ 8 d 




£ 


8 d 


Bent .« 


• • 


150 


Wine . . 


830 





Salaries.. 




30 




^ 




Insnranoe 


.. 


20 




^^'^^'^^ 




Capital Aooonnt 


:— 




^^ 






Net Profit 


• * 


630 


^...--"""^ 








£830 




£830 


6 
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II. 



TRIAL BALANCE. 



Dn. 



Crs. 



£ 8 d 


£ 8 d 


Gash 








2,181 19 


1,323 9 


Tea.. 








1,612 


969 14 


P. Mason . 








672 


872 


G. Smith . 








660 


660 


D. Ashby . 








662 


273 6 


B. Simpson . 








189 


100 


F. Nichols . 








308 14 


808 14 


Bent 








100 




Salaries 








30 




Insurance . 








30 




Trade Charges 






SI 9 




Capital Account 






• 


1,780 










£6,177 2 


£6,177 2 



Dr. 



PROFIT AND LOSS ACCOUNT. 



Or. 







£ s 


d 




£ 8 d 


Bent 




100 





Tea. . 


219 14 


Salaries .. 


• • 


80 







^ 


Insurance . . 


,. 


80 







^y^ 


Trade Charges 


.. 


31 9 





^ 


^ 


Capital Account- 






y^ 




Net Profit 


■■ 


28 6 





X 






£219 14 





£219 14 
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III. 



TRIAL BALANCE. 



Dn. 



Cn. 





& s 


d 


& s d 


Wine 


4,800 





6,006 10 


Capital 


• •• 




2,460 


Oaah 


6,546 5 





3,790 10 


Disoounts .. 


103 16 





106 


Salaries 


100 







Rent 


60 







Insurance .. 


20 







Beeves & Go. 


3,100 





3,400 


J. PhlUpson 


a • • 




920 


J. Clark & Co. 


626 10 





880 


H. Morris 


. 




800 


A. Measures 


460 





400 


F. Drew 


2,706 10 





1,750 


K. Sawyer .. 


2,000 







R. King 


2,000 





2,000 




£22,601 





£22,601 



Dr. 



PEOFIT AND LOSS ACCOUNT. 



Or. 



Salaries 

Bent 

Insurance .. 
Capital Aocount :— 
Net Profit 



£ s 

100 

60 

20 



. 1,196 16 
£1,366 16 



Wine 
Discounts 



£ s d 

1,366 10 

16 



£1,366 16 
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IV. 



TBIAL BALANCE 







Dn. 




C^s. 


£ B 


d 


£ s d 


Cash 






3,419 10 





1,961 19 6 


Diflcoant 






26 





58 10 6 


Wine 






6,000 





4,692 10 


Bills BeceiTAble 






3,600 





300 


Bills Payable 






aoo 





3,300 


Capital Aeconnt 






• • • 




2,760 


Bent 






80 







Salaries 






30 







Insnnuioe •• 






35 







F.Hadley .. 






fiOO 





650 


B. Watson A Co. 






2,475 10 





3,475 10 


G. Jones 






1,000 





1,600 


B.Johnson .. 






1,132 10 





500 


0. Twist A Co. 






2,705 10 





2,705 10 


M. Smith .. 






1,240 





1,240 


£21,444 





£21,444 



Dr. 



PEOFIT AND LOSS ACCOUNT. 



Cr. 





£ 


8 


d 




Rent 


80 








Wine 


Salaries .. 


30 








Discounts 


Insarance .. 


35 










Capital Account :— 










Net Profit 


1,380 





6 


^-^^ 



£1,525 6 



£ 8 d 

1,492 10 

32 10 6 



£1,525 6 
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V. 



TRIAL BALANCE. 



Dn. 



On. 





£ s 


d 


£ s d 


Gash 


1,881 


6 


1,047 10 6 


Tea 


840 





436 15 


Sugar 


800 





140 2 6 


Bills Beceivable 


660 





100 


Bills Payable 


600 





900 


Consignment of Sugar . . 


120 





180 


Capital Account 


• 




1,380 


Discounts 


88 4 


6 


26 


Salaries 


25 







Insurance 


85 







Trade Charges 


22 10 


6 




F. Newman . . 


666 12 


6 


650 


G.Lewis 


900 





1,120 


K. Gray 


149 5 





149 6 




£6.027 18 





£6.027 13 



Dr. 



PROFIT AND LOSS ACCOUNT. 



Gr. 





£ s 


d 






£ 


s 


d 


Discounts 


13 4 


6 


Tea 




49 


7 





Salaries . . 


26 





Sugar . . 


.. 


4 


2 


6 


Insurance 


35 





Consignment 


of 








Trade Charges . . 


22 10 


6 


Sugar . . 


.. 


60 








Capital Account : — 








_,^ - 


-^ 






Net Profit 


17 14 


6 


_ . • ' "' 












£113 9 


6 






£113 


9 


6 
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VI. 



TEIAL BALANCE. 



Cash .. .. . 
Discounts . . 
Bills Beceivable 
Bills Payable ; 
Tea 



Capital Acoount, 

Bent .. .. ; 

Salaries . . j 

G. Lewis . . : 
T. Blake 
A. King 

F. Newman : . '. 

K. Gray . . ; 



Drs, 



Crs. 



£ s 


d 


£ s 


d 


1,516 4 


6 


733 





11 6 





32 





: 1,150 





200 









400 





873 12 





^ 961 16 





161 





219 7 





.. 




1,397 14 


6 


100 









26 









640 





640 





291 





291 





368 10 





300 





402 


6 


402 


6 


226 4 





200 





£5,766 17 





£6,766 17 






Dr. 



PEOFIT AND LOSS ACCOnNT. 



Cr. 





£ 


s 


d 




£ B 


d 


Rent 


100 








:TQa 


145 7 





Salaries . . ; . . 


26 


0' 


0' 


Sugar . . 


56 7 





Capital Account:— 








Discounts 


20 14 





Net Profit 


06 


8 





_^ 


- — 




' 


£221 


8 







£221 8 
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VII. 



TRIAL BALANCE. 



Dr$. 



Cn. 



Gash 

Disoounts . . 

Petty Gash .. 

Bills Beoeivable 

Bills Payable 

Ghampagne .. 

Brandy 

Port . . 

Gapital Account 

R. Porter 

J. Jones ' . . 

B. Baker 

G. Norton 

Gonsignment of Brandy 

Trade Gharges 

Salaries 



£ s 


d 


£ B 


d 


2,065 





627 7 


1 


26 





12 





29 7 





9 7 





826 





160 





300 





900 





166 





102 





406 





336 





210 





53 15 









2,059 





900 





920 





476 15 





350 





348 





200 





126 





126 





210 





282 





9 7 





— 




30 





— 





6,126 9 £6,126 9 



Dr. 



PROFIT AND LOSS ACCOUNT. 



Cr. 



Discounts . . 
Salaries 
Trade Gharges 
Gapital Account : — 
Net Profit 



£ s d 

13 

30 

9 7 

74 18 

£127 5 



Ghampagne 
Brandy 
Port.. 

Gonsignment of 
Brandy • . 



£ s d 

19 10 

27 

8 15 

72 

£127 5 
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'^S>' OF THC N\ 

UNIVERSITY 5 



>' or 






cjo Frank Fox, Esq., 99 Gresham Street, Bank, E.C. 

or 69 Granville Park, Blackheath, S.E. 



THE. 



REV. GEORGE T. P. STREETER, B.A. 

Clare College, Cambridge, Teacher of the subjects of the Chartered Accountants' 

Preliminary Examination for the late H. Foulks Lynch, Esq. 

Author of ''The Metric System,'' ''Geography of South America,'' and the Answers to 

the Questions of the Preliminary Examination of the Institute of Chartered Accountants 

in The Accountant's Manual, published by Gee &> Co. 

prepares Candidates for the Preliminary Examination of the Institute of Chartered Accountants. 

He was Classical Scholar, Exhibitioner, and Prizeman of his College ; 

First Senior Optime in Mathematics and First Class Moral Science; 

and has passed 148 Pupils for various Examinations, including 21 out of 24 candidates for the 
Chartered Accountants' Preliminary. 



Terms on application. 



REFERENCE TO 



M. Wallace, Esq., i8i Upper Thames St., E.C. 
Dr. PiGOTT, 36 Southampton Street, Strand. 
A. J. Day, Esq., 32 Leyland Road, Lee, S.E. 
H. F. Bailey, Esq., m.r.c.s., 3 Lee Terrace, Lee. 



W. B. EDWARDS,Esq.,Central Chmbrs, Newport,Mon. 

J. E. GiLLHAM, Esq., 39 Coleman Street, E.C. 

C. Gardner, Esq., 47 Blessington Road, Lee. 

T. Maxwell, Esq., m.d., 29 Woolwich Common, S.E. 



TESTIMONIALS. 

59 Chancery Lane, London, V/.C.,June yth 1894. 
Dear Sir, — I naturally felt most anxious that my son, whom I intended to article to myself, should be 
placed under a good Coach, and thus be thoroughly and properly prepared for the Chartered Accountants' 
Preliminary Examination in December last. I eventually selected the one recommended to me, viz., 
yourself, and the wisdom of doing so was proved by the result. I have great pleasure in testifying to the 
care you bestowed and the patient teaching you gave, thus making the really difficult examination an 
easy task for him. For this and your kindness please accept the thanks of yours faithfully, 

Rev. G. T. P. Streeter, B.A., &c. Henry Brown, F.C.A. 

21 Leyland Road, Lee. (Senior Member, Kain, Brown, & Co.) 

Albion Warehouse, 181 Upper Thames Street, 
Rev. G. T. P. Streeter. London, jth June 1894. . 

My Dear Sir,— It gives me much pleasure to be able to say that my son was most satisfactorily 
coached by you, and I shall be glad to recommend anyone requiring similar assistance.— Yours with best 
wishes, very faithfully, M. Wallace. 



39 Coleman Street, London, E.C, June 6th iSoi. 
The Rev. G. T. P. Streeter, Derwent House, Leyland Road, Lee, S.E. 
Dear Sir,— I have to thank you for the careful and patient way in which you coached me for my 
Examination, and especially for the trouble which you took to give me a knowledge of higher mathe- 
matics in so short a time, and which enabled me to pass creditably. Wishing you every success with 
your future pupils, I remain, yours sincerely, Joseph E. Gillham. 

Tavistock Lodge, 47 Blessington Road, Lee, S.E., June iitk 1894. 

Dear Sir,— I am writing you a few lines, now that my Examination is over, to give you my best 
thanks for the admirable way in which you coached me, and for the great pains you bestowed on my 
weak points. If an opportunity presents itself, I shall be very glad to recommend you to anyone who 
may require a tutor.— I remain, yours faithfully, Charles Gardiner 

Rev. G. T. P. Streeter. 



Rev. G. T. P. Streeter, Derwent House, Lee. S.E. '" ^^^^^^^^^^^^^ Louuo^, June m 1894. 
Dear Sir,— I am pleased to be able to testify to your abilities as a Coach, as I feel sure your classes 
were of great assistance to me in my examination.-Yours truly, M. j. H ard?n2!^ 

T^ . *u r ^ »^ 3^ Cedars Road, Clapham, S.W., June Ath i8<u 

During the few months that I have been acquainted with Mr. Streeter, I have found that he iTmost 
painstakinjg, and able to impart the knowledge which he possesses to others in a manner which renders 
reading with him, not only instructive, but encouraging and interesting. I would heartily recommend 
any who desire to enter any one of the Examinations Si which Mr. Streeter makes a speciam? to seek 
his assistance, feeling sure that they could not do better elsewhere. Harold Hartley 
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Diagram VI. 



■■:i 



"V^ or THE 



Diagram Vlll. 



QBE & CO., PUBLISHERS, 



Bankruptcy. (Stevens) (2nd Edition) 

,, Time Table. 

,, Trustee's Estate Book. 

(Dicksee) ..• each 4/- ; doz. 

,, Trustees, Liquidators, and 

Receivers, Law of. 

(Willson) (2nd Edition) 

Bookkeeping, Antiquity of. (Heaps) 

Elementary. (Day) 

Elements of. (Streeter) 

Exercises. (Dicksee) 

for Accountant Students. (Dicksee) 

(5th Edition) 

Company Secretaries. (Dicksee) 

Publisliers. (Allen) 

Retail Traders. (Findlay) 

,, Record Book. (Findlay) 

Solicitors. (Hodsoll) 

Teclinical Classes and Schools. 

(Clarke) 

Principles of. (Carlill) 

Brewers' and Bottlers' Accounts. (Lanham) ... 

Brickmakers' Accounts. (Fox) 

Builders' Accounts. (Walbank) (2nd Edition) ... 
Building Societies' Accounts. (Grant-Smith) 
,, Society Table and Loan Calculations. 

(Johnson.) 

Chartered Accountants' Charges. (Pixley) (3rd 

Edition) 

Companies Act, 1 900. (Reid) 

,, ,, ,, Duties of Auditors under 

Company Secretary. (Fox) (4th Edition) 

,, Windinsr-up Time Table 

Compendium, Accountant's. (Dawson) (2nd Edition) 
Co-operative Societies' Accounts. (Sugden) 

Cost Accounts (Hawkins) 

,, „ Multiple. (Garry) 

,, ,, of an Ensfineer and Ironfounder. 

(Best) 

Single (Mitchell) 

,, ,, Terminal. (Nesbit) 

Cotton Spinners' Accounts. (Moss) 

Dairy Accounts. (Rowland) 

Depreciation, Reserves, and Reserve Funds. 
(Dicksee) 



Pub. 
Price 

NET. 

7/6 
•16 

40/- 



10/- 

■/- 
•/- 
./6 

3/6 

10/6 

3/6 
3/6 
3/- 
4/- 
3/6 

2/6 
3/6 
10/6 
3/6 
3/6 
3/6 

1/- 
10/6 

:}: 

35/- 
-/6 

5/- 
3/6 

a/6 

«(■ 
3/6 

5/- 
3/6 

3/6 



34 MOORQATE ST., LONDON. E.C. 



QEE & CO., PUBLISHERS, 



Depreciation Tables. (Dicksee) 

Drapers' Accounts. (Richardson) 

Early Stages of Preparation for the Accountancy 
Papers of the Intermediate. (Cutforth) 

Electric Lighting Accounts. Qohnson) 

Engineers' and Shipbuilders' Accounts. (Burton) 

Errors in Balancing. (2nd Edition) 

Examination Quide, Intermediate. (Nixon) 

,, ,, Pinal. (Nixon) 

,, Papers (Questions & Answers) May 

and November in each year, each ... 

Examinations, Chartered Accountants', How 

to Prepare for. (Carlill) 

Executorship Accounts. (Caldicott) (3rd Edition) 
,, ,, Student's Quide to. 

(Carter) 

,, ,, (Whinney) (2nd Edition) 

Factory Accounts. (Garcke & Fells) (5th Edition) 
Pishing Industry Accounts. (Williamson) 

Forms of Accounts. (Johnston) 

Fraud In Accounts 

Friendly Societies' Accounts. (Furnival Jones) ... 

Gas Accounts (2nd Edition) 

Goodwill and its Treatment in Accounts. (Dicksee 

&Tillyard) 

Grain, Hay, &c.. Accounts. (Johnson) 

Grocers' Bookkeeping. (Webster Jenkinson) 

Hire-Purchase Wagon Trade, &c., Bookkeeping 

and Accounts for. (Johnson) 

Hotel Accounts. (Dicksee) 

How to Read a Balance Sheet. (Pixley) 
income Tax Practice, Guide to. (Murray & Carter) 

(4th Edition) 

Insurance Companies' Accounts. (Tyler) 

Jewellers' Accounts. (Allen Edwards) 

Laundry Accounts. (Livesey) 

Lexicon for Trustees in Bankruptcy, &c. 

Bound Boards. (Dawson) 

List of Members. (Institute of Chartered Accountants) 

Medical Practitioners' Accounts. (May) 

Metric System. (Streeter) 

Mineral Water Manufacturers' Accounts. (Lund 

& Richardson) 



Pub. 
Price 

NET. 

•/- 

3/6 



a/6 

5/- 
3/6 

■/- 
3/6 

5/- 

a/6 

■/6 
3l6 

3/6 

7/6 

7/6 
3/6 
a/6 
3/6 

5/- 

5/- 

5/6 
3/6 

•/- 

1/6 
3/6 

-/6 

10/- 

10/6 

5/- 

3/6 

3/6 

a/- 
3/6 

i/- 

3/6 



34 MOORQATE ST., LONDON, EX. 



QBE & CO., PUBLISHERS, 



Multiple Cost Accounts. (Garry) 

„ Shop Accounts. (Hazelip) * 

Municipal Accounts. (Allcock) 

M Finance for Students 

,, Internal Audit. (Collins) 

Newspaper Accounts. (Norton & Feasey) 

Parliamentary Companies. (Keen) 

Partnership Accounts. (Child) (4th Edition) ... 
Pawnbrokers' Accounts. (Thornton & May) 
Personal and Domestic Accounts. (Ibotson) ... 
Polytechnic Accounts. (Calder Marshall) 

Printers' Accounts. (Lakin- Smith) 

Professional Accountants. (Worthington) 
Publishers' Accounts. (Allen) 

Quarry Accounts. (Ibotson) 

Retail Traders, Account Book for. (Day) 
Rights and Duties of Trustees, Liquidators, and 

Receivers, Chart of the. (Willson) 

Shipping Accounts. (Daly) 

Shopkeepers' Accounts. (Quin) (2nd Edition) ... 

Solicitors' Accounts. (Dicksee) 

Some Legal Terms 

Stamp Duties and Receipts, Handbook to. 

(Lakin-Smith) 

Stockbrokers' Accounts. (Callaway) 

Student's Guide to Accountancy 

Table A. [Revised] 

Terminal Cost Accounts. (Nesbit) 

Theatre Accounts. (Chantrey) 

Timber Merchants' Accounts. (Smith) 

Tramway Accounts. (McColl) 

Trial Balance Book, ** Handy" each -/6; doz. 

Trustees, Chart of the Ri^htsand Dutiesof. (Willson) 

,, Liquidators, and Receivers, Accounts 

of. (Dawson) .. 

„ Liquidators, and Receivers, Law of. 

(Willson) (2nd Edition) 

Underwriters' Accounts. (Spicer & Pegler) 
Urban District Councils' Accounts. (Eckersley) 
Vade-Mecum, Accountant's and Bookkeeper's. 

(Whatley) 

Van de Linde's Bookkeeping. (2nd Edition) 

Water Companies' Accounts. (Key) 

Wine and Spirit Merchants' Accounts. (Sabin) ... 
Woollen, &c.. Accounts. (Mackie) 



Pub. 
Price 

MBT. 

3/6 

3/6 

10/6 

2,6 

3/6 
10/- 

I/- 

3/6 

36 

■/- 
36 
3/6 

a/6 
a/6 
3/6 
5- 

•/- 
36 

3/6 
3/6 

1/- 

a/6 
3/6 
a/6 
-16 
3/6 
3/6 
3/6 
10/6 

5/- 
1/- 

36 

10/- 
3/6 

5/- 

7/6 
7/6 
3/6 

5/- 
3/6 



34 MOORQATB ST., LONDON, B.C. 



AGGOUNTANGY BOOKS 



COST ACCOUNTS OF AN ENGINEER AND IRON- 
FOUNDER, THE, Price 2s. 6d, net. By J. W. Bfesx, 

F.C.A. The first portion deals with the Engineering and the second with the 
Foundry Department, and numerous forms of books and accounts are given and 
explained. 

DEPRECIATION, RESERVES, AND RESERVE 
FUNDS. Price3s.6i.net. 80 pages. By Lawrence R. 

DiCKSEE, M.Com., F.C.A. 

This Work— which is Vol. XXVI. of " The Accountants' Library" series- 
deals fully and impartially with the most Debatable and Important Subjects in 
connection with Accounts. 

It is divided into Twelve Chapters, with a Complete Index, and is the most 
Exhaustive Work upon the subject that has yet been issued. 



EARLY STAGES of PREPARATION for the ACCOUNTANCY 
PAPERS of the INTERMEDIATE. By A. E. Cutforth, 

A.C.A. Price 2S, 6d. net. 



ELECTRIC LIGHTING ACCOUNTS. Price 5s; net. 
Over 140 pages. By George Johnson, F.S.S., F.C.I.S. 
This Work— which forms Vol. XXIX. of " The Accountants' Library "—deals very 
fully with the Accounts of Electric Lighting Companies. It is divided into i8 
Chapters, and contains a set of pro formd transactions. With a complete 
index. 

EXAMINATION GUIDES.-INTERMEDIATE AND 
FINAL. Price 3s. 6d, and 5s. net respectively. By John G. 
Nixon, Junr., A.C.A. 
These Books have been compiled in order to provide Accountant Students with 
a series of the Questions actually set at the Examinations of the Institute. 

The Questions and Exercises include practically all those set from December 
1893 to June 1903, and have been divided into sections. They have been arranged, 
according to subject, in alphabetical order; the dates when they were set being 
also given. 

EXECUTORSHIP ACCOUNTS. Third Edition. (2nd 

Thousand). Price 3s. 6d. net. Revised under the FINANCE ACT and brought 
up to date. By O. H. Caldicott, F.C.A. Containing a COMPLETE SET 
of TRUST ACCOUNTS with explanatory text. 



EXECUTORSHIP ACCOUNTS, STUDENT'S GUIDE TO. About 

124 pages. Price 3s. 6d. net. By Roger N. Carter, F.C.A. (Senior Honours 
Institute Examination, June 1893), Joint Author with Mr. Adam Murray, F.C.A., 
of "A Guide to Income-Tax Practice." 



EXECUTORSHIP LAW AND ACCOUNTS. Second 

Edition. Price 7s. 6d. Revised and brought up to date by Frederick Whinney, 
Junr., B.A., Barrister-at-Law, assisted by Arthur P. Van Neck, M.A., 
Barrister-at-Law. 
Containing an Epitome of a Will and a Set of Executorship Accounts. By Arthur 
F. Whinney, F.C.A. 

FRAUD IN ACCOUNTS. Price 3s. 6d. This Work deals 

with the methods of circumventing Frauds on the part of both Employees 
and Directors, and shows how they may be detected at an early date. 



GAS ACCOUNTS (Vol. VII. of "The Accountants' 
Library.") By the Editor. Price 5s. net. 
This Work— which comprises 128 pages— deals fully with the Accounts of all classes 
of Gas undertakings. It contains an Introduction and Seven Chapters, and a Fulj 
Index is appended. 

AUTHORS' WORKS PRINTBD AND PUBLISHED. 
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-N'^P^R JIKD PUBLISHBRS, 



GOOD WILL. 7 u 

Alth3ugh iss 

" GOODWILL." ITNIVEBSITT OP OALIPOBNIA LIBBAET, 

enlargad as to b 



iion. 



Ktvised and EnlarggjJ^ By 



BEBKBLEY 

THIS ISOOK IS BITE ON THE LAST DATE 

STAMPED BELOW 

Book! not returned on time are Bnbjeet to a fine of 

60e per Yolume after the third day OYerdne, increasing 

' to 91.00 per Tolome after the sixth day. Books not in 

demand may be renewed if application is made before 

expiration of loan period. 
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GreatsU Value 

INCOME- 

Edition. I 
ROGBR N. • 
Containing a i 
tions as to the 
Appeals on the 
^ent ; and a coi- 
of the Acts. 

JEWELL: 
TRAD] 

_ By Allen 1 

This Work des 
Jewellers, and : 
specially drawn 

MUNICIP. 

In this Volunw 
Accounts is dealt 

MUNICIPJ 

This Work on t 
published in purs 
Accountancy at a 

MUNICIPJ 

This Work wii: 
Officers, Auditors 
members of the P. 

PARTNER 

The points dealt "v 

The Parole A& 

Deed— The O 

The Dissolutic 

Murray. 

PERSONAj 

J. G. p. IBOI 

PUBLISHS 

This Book deali 
the method of rec 
tion with the Aud 

RIGHTS AND DUTIES OF TRUSTEES, LIQUIDATORS iwn 
RECEIVERS, CHART OF THE. Price 1^^" By wP 

WiLLSON, B.A., Barrister-at-Law. ^ ^^ • ^• 

This Chart, which gives at a glance a bird's-eye view of the leaHin^ fu * 
the offices of Trustees in Bankruptcy. Liquidators and R J^w/ .^^^tures of 
designed for the purpose of assisjg Lcou'manf stidems eftherX wa^ot"^ 
i ntroduction to or a summary of the importan t subjects with which itd^l 

M HOORGATB STRBBT, LONDOlf. B^ 



50w-7,*27 



urth 
' and 

truc- 

>rt of 

obate- 

:tioii 



BI> 

net. 

etail 
rms. 



jes. 

ipal 
yen. 



ice 

een 
ipal 
>ns. 

let. 

Jial 
ind 

ts. 

ice 



Ihe 

* V. 

CE 

fes, 
Sc- 



ACCOUNTANCY BOOKS. 



YC 25013 



SOLICITORS* ACCOUNTS. Price 3s. 6i. net. By 
Lawrence R. Dicksee, M.Com., F.C.A. 
This Volume is designed to meet the requirements of either large or small 
practices. The system of Accounts advocated is clearly described, and numerous 
alternative methods, suitable under various circumstances, are fully dealt with. The 
work contains a fully worked out set of pro forma transactions, illustrating the correct 
method of keeping each book described. 



SOME LEGAL TERMS, or Introductory Lectures on Law 
for Accountant Students. By a Barrister. Price is. net. 



STAMP DUTIES & RECEIPTS, HANDBOOK TO 

Price2s.6rf.net. 52 pages. By H. ^>AKiN Smith, A.C.A. 
The Book contains a full discourse upon " Rp ^ '" particulars of the dut[cs an' 
fees payable upon :he Regii=itnuion of Compa^ /*'^ Death Duties, and, general I 
the r^tes and particula^rs of all the more inv y amp Dui-es now in force. 



STOCKBROKERS' AC ^ 

By W, D. CALLr. / 
The unique system of 1 dealing and y 
Exchange is fully estplainud in Lhis ^ 
Exchange Words and Phrases, w r 

STUDENT'S GUr 

This Work gives a de 
profession, and the b 
Student the mea 



tie 



Price 3s. 6d. 

Accountant. 

t obiains on the London Sioc| 
contains a Glossary of Stcji 
ix. and an Appendix. 




tUNTANCY, THE. 

offtiri-'d by Accountancy as a 
jice thereto, and points out to the 
.1^ articles to the best advantage. 

NG & ACCOUNTS. Price 

^iJ-lasgow Corporation Tramways). Vol. XV. 

/ thorough and up-to-date methods in operation 
.ways Department, and will be of considerable 
* others interested in Tramways both here and in 
of Accounting is clearly and fully described, and 
facsimiles of all the Books and Forms recommended are given. 



TRA^ 
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TRIAL BALANCE BOOK, THE "HANDY." 

Price 5s. per doz. 
This little Book is designed with a view to meeting the modern demand for 
efficiency in all that appertains to the Counting House. The Account Headings 
are printed, and ample space is allowed for extraordinary Headings, so that all 
that is required to ensure a Perfect Balance is to fill in the figures. The scheme 
of arrangement is sufficiently wide to embrace all kinds of Businesses, and the 
method adopted is simplicity itself. 



TRUSTEES IN BANKRUPTCY, LIQUIDATORS 
AND RECEIYBRS, THE LAW OPT 2nd Edition. 

Revised and Enlarged. Price los. net. By W. R. Willson, B.A. Oxon., and 
of the Middle Temple, Barrister-at-Law. Being a succinct statement of the law 
on those subjects as established by the latest Statutes and Decisions, written 
analytically for Students with a view to the Examinations of the Institute and 
Society of Accountants \ with a large Chart illustrating the leading features of 
the offices of Trustees, Liquidators, and Receivers. 



WATER COMPANIES' ACCOUNTS. Over 80 pages. 

* I 3s^ 6d. By Frank Key, A.S.A.A. 

kVol. XIX. of •• The Accountants' Library" series— 
pounts of Water Companies, and describes the various 
Vn advocated is illustrated by full pro forma Accounts, 
pf 1847 ^^^ 1902 are appended. 

KS PRINTED AND PUBLISHBD. 




